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"
OVERVIEW

The RPA System replaces the existing manual
process for RPAs and will automate the

creation, routing, and approval of all DHCS
RPAs through the following steps:

& RPA creation
& Appointing Program approval

@& Human Resources Branch (HRB) review and approval

& Request for Certification

& Budget Office Approval (when required)
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"
Additional System Features

@ Tracks and records elapsed time for each step

& Sends email notice when user action is
required

@ Allows Word, PDF, and Excel attachments
@ Provides reporting capabilities

@ Provides security and access based on user’s
job function
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" A
Business Workflow Process

Initiate RPA

Hiring Manager

l

Complete RPA

Hiring Manager or
Personnel Liaison

Resembles the current
system for manually
processing the RPA

Request Certification

4

1

Program Approves

System routes RPA for
Program Manager
Review/Approval

Human Resources Approves

System routes RPA for
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The RPA System is found on the DHCS Intranet...

dhcsintranet/Pages/default.aspx - Windows Internet Explorer = |5 Il]

@-::, a |g http://dhcsintranet/Pagesjdefault. aspx Ll *7 2.9 |-.’ Google ‘p, &
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Department of Health Care Services
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DHCS Intranet

DHCS Internet
Employees

Financial

Forms & Publications
Technology
"_'("?"ll'ganizations

Services & Programs
HIPAA e Photos with River Cats Mascot, Dinger - July 7, 2010

e DHCS November 2010 Newsletter (Archived Newsletters)

e California Highway Patrol Safety Tips

e DHCS-CDPH Employee Wellness

e Document Collaboration Portal (Sharing and Version Control)

e State Employees Food Drive

Automation System e DHCS Strategic Plan and Implementation Plan

e DHCS Wins Governor's Challenge

e MIS/DSS News

e DHCS State Library Services

e Documentary of CDHS (Crest Theater)

e CDHS 28 Year Club (PowerPoint Presentation) -
<] | »
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. . . Using the Business Workflow Automation Portal

/= Default - Windows Internet Explorer _ |5 |i|
5\'{; - |g http: ffbwas.intra.dhcs.ca.govfrepproc/Pages/Default, aspx |P '|

File Edit Miew Favorites Tools  Help x @ -

{‘3 Favarites | 'i‘;‘g
@Default | | ﬁ - - [ @ = Page =~ Safety ~ Toals = @v

|Search | @ =
Department of Business WorkFlow Automation Portal
Health Care Services%;

Workflow Desktop | Reporting and Process Monitorin Historical Records

>

BWAS = Reporting and Process Monitoring
Current Applications

“# nitiate RPA
Future Applications

REPORTS

There are currently no favorite links to display.

“# Future Application 2 SEARCH CRITERIA
“# Future Application 3 -
Search For: I Status: IA-:tWE 'I
Search Forward | Clear Filter and GOTO Page 1 |
ACTIVE PROCESS LIST
ID Number Status Description
RPA#:TTS2512010 this RPA will be filled prior to 6/30/2010.

Position: 802-352-1587-xxx
H.M.: Henson, Jerry (DHCS-

ITS2512010 Active ITsD)
Proposed Appointee: Rakhi
Malpani
RPA#:TT5 126582010 CEP: [no entry]
Position: [no entry]
ITS12682010 Active H.M.: Morison, Robert (DHCS-ITSD)
Proposed
Appointee: —
RPA#:TTS2232010 Timothy Rathbane, redirect from CSCS to IMAS WAMU
. Position: 802-352-1312-xxx
IT52282010 Active H.M.: Henson, Jerry (DHES-TTSD)

Proposed Appointee: Timothy Rathbone

RPA#:ITS2292010 Charito Angeles, redirect from CSCS to IMAS WAMU
Position: 202-352-1312-%%%



There are 5 key areas on the Request for Personnel Action
Process screen ....

California Department of Health Care Services

Request for Personnel Action Process

Request for Personnel Action

Audit Trail

—

pd

RPA# (New) XXX17242010

Proposed Appointee:

Proposed Pasition:

POSITION ACTION

S

RPA Form

Position Action
Emploves Action
Various RPA Entries

RPA Notes
Print RPA

S

Process Stages

Initiate Process

al
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Current Position Number

5. Currer

Action Type

Special Instructions

RPA Comments

Current Position

Current Class Title

Tenure

1t Position Location

Index Code

PCA Code

[ Merge I Promotion in Place
I Fill I Blanket

[ Refill [T CEA/Exempt

[ Reclass I Reorganization

I” Redirect

=
=

™ Conflict of Interest

- Fraction:l 'I

Time Base P/T Fraction
Get Position Information

=

]



'_
Functional Tabs

4

2 Position Action - Microsoft Internet Explorer 104

Request for Personnel Action Process

Request for Personnel Action  Certification Request  Audit Trail

4
RPA# (Edit) I(XX14332(](]9 POSITION ACTION
I

Functional Tabs, located at the top of the screen,
are used to navigate between the major areas of
the RPA Package.
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"
RPA Summary

RPA# (Edit) XXX14652009 «——

Alex Macy

805-340-5731-740

Research Analyst II [ General)
805-340-5731-

Research Analyst II [ General)

02-25-2011

The RPA Summary
located in the upper
left corner provides the
RPA # and a quick
summary of the RPA
package.
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RPA Form

RPA Form

Position Action —
Emplovee Action -
Various RPA Enfries ——
RPA Notes + —
Print RPA

02-25-2011

Located directly below
the RPA Summary, the
RPA Form allows
navigation between
forms used to complete
the RPA package.
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"
Data Entry Areas

POSITION ACTION

1, Action Type [ Merge I Promaotion in Place
e largest area o
T Refill M CEA/Exempt
I Reclass I Reorganization
[ Redirect °
the screen is used to
RPA Comments =l
;I L] L ]
Current Positin 7 Gonfict of Interes enter data. Thisis a
Currant Pogition Numbar - - - - Fmrrinn-.l |

Current Class Title

basic view of the
Position Action Form,
which replaces the

. s s left side of the

Hiring ger Apj
Division Chief Approver
Personnel Analyat Approver curre nt RPA FO rm
Parson 1 Liaison Name

s e (DHCS 3001).

|Select an Action to Execute ll m
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Employee Action

Farmie D R ' Servic
Request for Personnel Action Process

" For Per LA Avelir Trail

MPFAM (New) XXX17262010 EMPLOYERE ACY

]
: R sy This is a basic view

Proposed Appointes

State Service T Current T Prioy © Nooe

HFA Form DHCS Emplay © New © Curvent © CLEAR
r

Not Found tn OB

vea Action

PA En

wial Security Nusnler

Prin: RPA Bl Type of Appoistivent ¢ LIt T Tramafer © Relnstetement © Thne Base Change

Lo i Action screen,

Initiate Pracess

e Tenure Ranent

vited Term - Monthe
TAU - Manths -

which replaces the

Fuu

Part Tume - Fraction I = I

right side of the

CEA and Exempt Empl. - Salary.

BUingual Hire - Language. | "'

Adriane Rk WAt R C u r re n t R P A F O r m

Dutins Approved

Pre.-E loyment Mediced Examinstion Required

Licestae or Certificate Mequtred- £xp, Datw
Salary Valuntary Rec
Tive Hace Reduction L]

Typing Proficlency Required

199339
o
>
2
»
H
7

& Time Base

"

Spocial Salary Requested

8 Miacellar

AIINAR TN 20

L Lass/Highest AOL AppoloT.
Classe Code
AppoinTmsnt Date MM/DD/YYYY
Claass Title
ANwrnate Tange
Vuritied By
Tenure @1 - T o '
Tinw Bése © 1 '
& Pury Fracvon. | =
e .
Salary 3
[ Avtachmenis | [ Uit ey changes 1 Chocle my worke |
[Select un Action to Exvcute Il Execurs |
3
- »
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"
The RPA is initiated by the Hiring Manager.

Welcome Trainer Hire Manager - + My Site | =]

L|Search | @
ggﬂusiness WorkFlow Automation Portal

Workflow Desktop | Reporting and Process Monitoring | Historical Records

Department of
Health Care Services

System Management

BWAS UNIT TEST = Workflow Desktop
Current Applications

% |nitiate RPA Selected Filter: m Quick Search: |AII =] | f_l &
Fuu.lreAppllcatmm --------- You either have no outstanding Tasks or none of them meet the current 'Quick Search’ criteria
» Future Application 2
» Future Application 3
[ |

02-25-2011 14



"
... Using the Worklist - Hiring Manager and Personnel
Liaison collaborate to complete the RPA Package

Workflow Desktop | Reporting and Process Monitoring | Historical Records | System Management

BWAS UNIT TEST = Workflow Desktop
Current Applications

“# Initiate RPA

Selected Filter: Im Quick Search: |AII - | a funl
Future Applications W Description Current Activity
“# Future Application 2 . RPA#: XXX17272010 Reclass and Fill with Jill Smith from list N _
% Future Application 3 AS Ef::l:El_lc_:::inEEDrB':']i.rDEZr—“:al.n—aQEI:fx Personnel Liaison Review
Previous | Page 1 | Next
=l
02-25-2011
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" N

Initiating an RPA is as simple as selecting an Action Type. . ..

California Department of Health Care Services

Request for Personnel Action Process

Request for Personnel Action Audit Trail

RPA# (New) XXX17292010 POSITION ACTION

-. o] AnmadnFoos
B _
—
i

1. Action Type [ Merge [ Promotion in Place
- — [ Fill [ Blanket
roposed Position
[ Refill [T CEA/Exempt
[ Reclass [l Reorganization
RPA Form [T Redirect
Position Action Special Instructions
Emplayee Action RPA Comments =
Various RPA Entries
RPA Notes ll
Print RPA 2 Current Position [ Conflict of Interest
Process Stages Current Position Number - - - - Fraction:l "I
Initiate Process Current Class Title
Tenure Time Base P/T Fraction
Get Position Information
o Current Position Location ;I
Q. Index Code
PCA Code

|
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. .. And routing the RPA to the Personnel Liaison

Current Class Title |

Tenure| | TimeBase  P/TFraction| |

Get Position Information

Current Position Location I

IndexCode |
PCACode

=l

10.

Certification Request -

12,

Approvers Name

Approval Date

Hiring Manager Approver |

Division Chief Approver |

Personnel Analyst Approver |

Personnel Liaison Name |

Personnel Liaison Phone # | | -|

| —| | Extension I:I

02-25-2011

Attachments

Undo my changes Check my work /

| Select an Action to Execute

G eecne |

17



Audit Trail

California Department of Health Care Services
Request for Personnel Action Process

Request for Personnel Action Audit Trail

RPA# (New) XXX17292010 POSITION ACTI

) 1. Action Type [ Merge I Promotion in Place
o Do e I Fill I Blanket
T ™ Refill I CEA/Exempt
I Reclass I Reorganization
RPA Form [T Redirect
Position Action Special Instructions
Emplovee Action RPA Comments =1
Varicus RPA Entries
RPA Notes =
Print RPA 2. Current Position [ Conflict of Interest
Process Stages Current Position Number - - - - Fraction:l 'I
Initiate Process Current Class Title
Tenure Time Base P/T Fraction
Get Position Information
5. Current Position Location I Ll
Q. Index Code
PCA Code

al |

The Audit Trail is a valuable system feature . ..

02-25-2011




... Showing all RPA activities and the elapsed
time for each.

e ——

AUDIT TRAIL

Activity Name Status

gmng Manager Cornpleted
BB

Eer_snnneILlamnn Campleted
BB

glf”ﬁg hanager Completed
BB

;er_snnnel Liaison Campleted
EviEw

Hiring Manager

Approval Completed

Fraogram

Management Active

Approval

Revision: 0.0.0.87
al

Bister| | @ & 0] (= ] (0
02-25-2011

Audit Trail for RPA: XXX¥14652009

Start Date

111272009 8:38:15 Al

11272009 8:57:27 Al

111272009 2:00:13 A

111272009 2:04:45 A

11272009 2:07:22 Al

11272009 2:09:41 A

Finish Date

11272009 3:57:27 AM

111272009 2:00:13 AM

111272009 9:04:45 AM

11272009 2:07:21 AM

111272009 9:09:40 AM

111272009 2:09:47 AM

|
| S o] €10, €10, €10, €1 €10 €10 €10 €10 €10 €10 E1[ETm o] | @

Underlined headings may be clicked on to sort the column, cick again to re-sort in the opposite order

Approver Approver Action

K2 DHSINTRAV: ztestwft Sdb2? Send to PL

2. DHSINTRAV: ztestwitPLitsd Feturn to Hi

2. DHSINTRAVz ztestwit Sdb? Send to PL

K2 OHSINTRAVz ztestwdtPLItsd Apprave

K2 OHSINTRAVz ztestwit Sk Apprave

P
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The Work List shows all RPA packages waiting
for your action . ..

Workflow Desktop | Reporting and Process Monitoring | Historical Records

System Management

L BWAS UNIT TEST = Workflow Desktop

Current Applications

% |nitiate RPA Selected Filter: IWnrinst vl Quick Search: |AII = | bll g

Future Applications % Description Current Activity

# Future Application2 \ RPA#: XX¥17272010 Reclass and Fill with Jill Smith from list

- P Position: 808-102-5142-x Personnel Liaison Review

SR H.M.: Trainer Hire Manager
4Previous | Page 1 | Next)
|

02-25-2011
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The Watch List shows the RPA packages you
can monitor and/or track . ..

Department of
Health Care Services

Workflow Desktop | Reporting and Process Monitoring | Historical Records

BYWAS UNIT TEST = Workflow Desktop

Current Applications
= s S | . ,I . . = -
% Initiate RPA Selected Filter: | Watchlist Quick Search: IAII =] | u -
Future Applications ?' Description Current Activity
e _F_U_t_u_f?ﬁPJ!U@?'El?_ﬂ_?_ ________ ?’ XHX17122010 Process Watch
# Future Application 3~ B 00017132010 Process Watch
RPA#: Xx¥X17142010 New position
?" Position: 805-140-1470-057 Process Watch
H.M.: Trainer Hire Manager
RPA#: XXX17152010 Refill and redirect a position with applicant selected
?" Position: 303-101-4800-xxx from a list Process Watch

H.M.: Trainer Hire Manager

RPAZ: XXX17182010
?" Position: 808-435-3393-xxx
H.M.: Trainer Hire Manager

RPA#: X¥X17232010
?’ Position: 802-340-1312-001
H.M.: Trainer Hire Manager

RPA#: X¥¥17232010
?’ Position: 302-340-1312-001
H.M.: Trainer Hire Manager

RPA#: ¥X¥17272010

'\ Position: 808-102-5142-xxx
H.M.: Trainer Hire Manager

UZ2-25-2011

g;Business WorkFlow Automation Portal

System Management

Reclass; Committment Cert; FT Position Filled with

1/2 Employee Process Watch

Refill Vacant Position with cert appointment - 1/2 time

baze employee in full time position Process Watch

Refill Vacant Position with cert appointment - 1/2 time

basze employee in full time position Frocess Watch

Reclass and Fill with Jill Smith from list

Process Watch

4Previous | Page 5 | Next
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QUESTIONS?




THANK YOU!




